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M0 RAN DUM 29 April 1947

25X1A8B 790 s Chief, Branch

THEI o Assistent Diregtor for Uperations
FROM 1 BExecutive for P & A

SUBJECTY Procedure Governing Looal Travel in
25X1ABA ' |

In order to faeilitate the operations of yeur| | ofriee 25X1AGA
and in ascordanse with $he reguest reeceived from the ixesutive Gfficer
of your Branech, it is desired te ocutline procedures and regulations
which are %o gevern lecal travel performed in and around| 25K1ABGA
whers regular travel authorizations need not be requested and prepared.

It will be permissible for offieials of the [ |Uffic®@3N1AGA
perferu official travel to points met mg 40 miles from the senter
of | | without the use o ravel authorisations no2dX1A6A
ally required by Standard Government Travel Regulations. Under this
system, Sransportation tickets, tokens or passes should be procured in
bulk through the medium of purchase orders issued by the| |25X1A
Serviess Division, besed on requisitions forwarded from thel | 25X1A
Braneh. These fares are applicable to trawvel within the ocorporate limits
of she official statiom | shereof whish ardSX1AGA
served by the looal transportation companies as distinguished frea those
companies which nmay be in a position to provide transpertation beyond the
corporate limits on the basis of tiekeSs prooured by the use of cash or
governaent transportation reguests. In those instances where the charge
is $1.00 or more, treansportation requests should be issued instead of
using personal oash on a reimbursenent basis unless the use of such re=-
quests ars impractieable or undesirable for sesuriSy remsons. In these
casss, the traveler should make on his reinmbursement wousher, 3tandard
Porm 1012, to be submitted at the close of saeh month, a statesent read-
ing substantially as follows:

"I cortify the us: of a U.S. Uovermment Transportatien
Regquest betwesn and was iaprecticable ’
under the oircumstances and/or security corsiderations woul
aot permit identifieation with CIG., (onsequently eash fare
was paid. Reeeipts are attached.”
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All Standerd Foras 1012 covering reiasbursement for local
travel shall contain the following gertificate signed by the en-
ployee:

"1 certify that charges listed herein were cseasioned
exclusively in the eonduet of leoanl offieial business and
no oharge has been inesluded for trunsportation between
places of lodging and/er where meals wers taken and points
of duty, All mmounts olaimed represent perscnal expendie
tures for cash fares and do net ineclude points between
whioh offieial travel was performed by the use of tekens
or passes sesured through regular goverrment chamnels.”

25X1A #hen asoounts sovering prosurement of tickets, tokkens or passes
are received in the| } the designated eontrolling offioial
shall before formrding the aceount to Weshington, b, C. for payment,
place the following eertificate on the original and one eopy of each
invoice or voucher {Standard Form 1034):

"I certify the transportation umits soversd by this
asoount were purchased in the Jovernment intersst and
ares nesessary for issuwamoe %0 CIG empleyees in the son-
dust of local .offieial business. A cantrol has been es=
tablished %o imsure preper acoountability and use only
in conneetion with officfal business.”

to provide for the forwarding to iinsh-
) iamediately after ithe oloss of each caleundar
month, all appropriate reesords for audit. The individual standard forsas
1012 sumitted at the close of each month ocovering oash expeuditures nade
by individual travelers shall be approved b; the Chief or Aeting Chief
25X1A63a of the | | in the space provided sherefor on the fmce of the
voucher form. The asecounts shall then be submitted to the| | 25X1A
for audit and payment,

It is regquested that the Chief, | Branch designate in wris25X1A8b
ing the offieial in the [ | 0ffice who will be the contrelling (adsX1A63
ministrative) official for the purpose of epproving and coordinating all
voughers submitted for payment (either onm a reimbursable or direet basis)

Tor the procurement of tiekets, tokens or passes for looal travel. This

offielal will be responsible for requisitioning and aduinistratively con-
"25X1A trolling the supply of transportatiorn umits, the maintenange of scgounte

ability records, ste., A certified oopy of such designution should de

forwsrded to the Chief, | , Finanee Division, and the Chief,
25X1A | | Services Uivisien,
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A copy of this memorandum, together with any necessary supple-
mentary instructions or advice, should be furnished the designee with
the letter of designation. Particular emphasis is directed to the
need for obtaining prior writiten authorisation in accordance with es-
tablished procedure for any travel which extends beyond the limits
specified herein for local travel. All travel whioch may result in a
clainm for per diem allowances must be authorised in writing in advance.

25X1A9a

Colonel, AGD
CeCo Executive for Personnsl
Chief, Finance Division and Administration
25X1A Chief, [ r
25X1A Chief, Services Division
Chief, [ . ]
25X1A8b Executive Officer, { |
WHH - Chrono
25X1A%9a wr.[—_1 -2
Central Records - 2

25X1A9a | Vces
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